COVERED Edit Agent Within Agency Job Aid
CALIFORNIA Agency Managers

Overview:

Within the CalHEERS Agency Portal, Agency Managers have the ability to edit some of the information
for Agents within their Agency.

Edit Information

To edit Agent information within your Agency Roster, the Agency Manager can select the edit link from
the “Actions” column for a specific Agent they want to update.

Agency Account - My Delegations - My Agent Profile -

Agent Mame £ Activelnactive Consumers Agent License # & Certification Status Actions
Able Agent InActive 0 1234557 Pending &~
Coveredca University Artive 1 1221223 Certified &~

| # Edit

# Transfer Consumer

n Delegations

Agent Information Page

For an Agency Manager to update their own Agent Information, they can select the edit option
associated with their name, or via the “My Agent Profile” drop-down menu.

From the “My Agent Profile” drop down menu, Agency Managers can view their own:
e Agent Information

e Profile

e Certification Status

e Status
o 7)) coverep [T e e L L L LT S | Help | My Security Profile |
L HIJ MyAgeIlPloﬂe - ure Mailbox | Espafiol | & |

| Agent Information |

Agents *  Agency Delegations ~  Agency Account « My Delegations ~ My Agent Profile

Profile

Certification Status

Click the “Agent Information” link to navigate to the “Agent Status
Information” page,
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Click the edit button to edit the unshaded fields in on the “Agent Information” page.

e You must contact Agent Contracts at agentcontracts@covered.ca.gov to make changes to
shaded fields.

Please Note: Only Agency Managers have the ability to edit portions of their information within this tab.

Agents ~  Agency Delegations ~  Agency Account ~ My Delegations ~ [N TS R

Distro

Steps Agent Information |

Agent Information

First Name
Profile
Last Name
Certification Status Insurance Agent License Number
License Renewal Date 07/13/2020
Status
Email

Primary phone number (916)

i

Agents within the agency must contact the Agency Manager to edit this information.

O n th e ”Age nt I nfo rm atio n” Agents ~  Agency Delegations ~  Agency Account ~ My Delegations ~

page Agency Managers can p— JRS——
e d It ’
To apply for certification enter the following information in the fields below. Cavered California will review your application for

e License Renewal Date Profile centfication and will nofify you once the review is complete.

e Contact Numbers Certficarion Sarus

e Preferred Method of Status Freitame”
Communication Last Name'®

e Business Insurance Agent License Number {Not your NPN)
Address/Location or-r3-2020 &

Alternate Contact Number

|Preferred Method of Communication * | Email
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Edit Agent Within Agency Job Aid

COVERED
CALIFORNIA Agency Managers
Business Name*  DistreNich
. Federal Employer ldentification Number | 487659626 What if i don't have an EIN?
When you have completed your edits, select >

“ H ”
ave and Continue” to save your changes
Sacramento Local\c

Current Location 1601 Exposition Blvd
Sacramento, CA 95815

Correspondence Address

Same as business address ¥

Address line 1* 1601 Exposition Blvd
Address line 2
City* | Sacramento

State*  California

Zip Code* 95815

CANCEL SAVE & CONTINUE

Agerts - Agency Delegatons - Agency Accnt - My Delegations - USSR SES

Distro Nicholas Agent Profile Page
st e ==
Agent Informetion
P To update the information that displays on
— Frose momston s Find Local Help, select the “Profile” link
St ‘vour public proflie. This

- {| o e o eperen from the menu on the left of the page.
 e— When the “Profile” page loads, select the
“Edit” button to update the information.

Changs Frota Brmwss UPLOAD
“You an upined = PG, GIF or PNG fie {Fie size limits S MEL

s [ Agency Managers can edit the following
e ks information in their Agent Profile:

Eusiness Addvess Lne 1 *

Address Line T

e C(Client’s Served Population
e Llanguages

= Cailfomin
—_——— e Website
[0 e imomien s e Email Address (must be unique)
il [t e About Yourself Information
g:ﬂ::;:wﬂ Vision [ Lie[] Medicare [] Medicsid [] CHIP [] Workers Compensation
PIease.I.\lote: On.ly Age.ncy Managers h:.ave
the ability to edit portions of their Profile

page. Agents within the agency must
contact the Agency Manager to edit this
information.
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Agent Status Page

The Agency Manager can edit the status of an Agent within the Agency, enabling or disabling the ability
for the Agent to do business under the Agency. The Agency Manager can also edit their own status.

e Active: Able to access all available user portal screens, edit Agent, Agency and Individual Agent
information, perform all Agency Manager functions

e Inactive: Able to login to the CalHEERS portal, with view only access, except for changing the Agency
Manager’s own Status from Inactive to Active.

COVERED Customer Senice 1-800-300-1506 | Online Chat | Help | My Sscunty Profile |
h i R Logout | Secure Mailbox | Espafiol | & |
Agemts - Agan hons Agency Accoumt ~ My Delegations - My Agent Profile ~
Refine Results By Heset &) Agent Name Activelinaciive Consumers Agent License # & Certification Siatus Actions
Firs: Marme Agent InActive 1} Cerified -
Mgent Active ] Cerified o~
Last Name Batsy InActive ] Panding -
Distres . Active 4 Certilied Q-
Agent Status Distro: Active o Cerified a-
© Active (3 Inactive Distro Active 6 Cerified a-
Cortification Status Active 1 Certified o-
Salect Certfication Stalus F| Mew Aﬂﬂn[ Active 0 Certified -
# Edit
# Transler Cansures
n Delegations
GO

Agency Managers can select the “Edit” button from the Status page and update the status of any agent
within the Agency from “Active” to “Inactive” or “Inactive” to “Active.”

Status CANCEL

Status Active

Status|” | [EE

Comment
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